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7.0 

Reports/Queries 
Queries and Reports menu options are valuable tools used to obtain 
important information that will help you manage your cases. 
 
This section will cover running the more common reports.  You 
should explore the other options available to take full advantage of 
the reporting capabilities within CM/ECF.  
 
Please note that to access either the Reports or Queries sections, 
you will need to login to the PACER system.  You will be charged 
the going PACER rate.  More information on cost and acquiring a 
PACER account can be obtained from the court’s web site at  
www.utb.uscourts.gov 
 
This chapter will cover: 
 

1. Cases Report 
2. Docket Reports 
3. Queries 
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7.1 

Cases Report 

 
STEP 1 Click on the Reports hyperlink on the blue bar.  Click on the Cases hyperlink.  This will bring up the 
PACER login.  Enter your PACER login information and click on the [Login] button. 
 
STEP 2 With the Cases Report screen up (below), select the fields that you want to use to generate your re-
port.  Click on the [Run Report] button to generate your case report. 
 

The cases report presents information from the court’s database with a variety of selection criteria for case manage-
ment and tracking. 

Report Fields 
 
• Case Type: ap—adversary proceeding or bk—bankruptcy.  Default is all types. 
• Chapter: 7, 9, 11, 12, 13 or 304.  Default is all chapters. 
• Trustees: Default is all trustees. 
• Date Type: Filed, Entered, Discharged, Dismissed, Closed, Converted.  Default is 

Filed Date. 
• From/to: Enter a beginning and/or ending date.  For a single day’s activity, enter that 

date into both fields. 
• Open Cases: show open cases.  Default is Open Cases. 
• Closed Cases:  to include or exclude closed cases.  Default is no closed cases. 
• Party Information: check this box to show party name, address, SSN and Tax ID. 
• Sort by: select up to three sorting orders—Filed Date, Entered Date, Case Number, 

Case Type, or Office.  Default is Filed Date. 
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Case Number.  Clicking 
on this link will generate 
a Docket Report. 

Party Name.  This shows party 
information (Party Information was 
checked on the fields screen). 

Judge and Trustee assigned to the case. 

Event dates 

Notice the discharge 
and dismiss dates.  
Other information 
such as Converted 
and Closed etc. may 
also appear. 

Other case information. 

This is the Cases Report.  The size of the report is 
based on the fields that you selected in STEP 2. 

Case 

Chapter 
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7.2 

Docket Report 

 
STEP 1 Click on the Reports hyperlink on the blue bar.  Click on the Docket Reports hyperlink. Enter your 
PACER login information and click on the [Login] button. 
 
STEP 2 With the Docket Report screen up (below), select the fields that you want to use to generate you report.  
Click on the [Run Report] button to generate your docket report. 

The Docket Report, also known as a Docket Sheet, lists all the events that occur to a particular case.  From the ECF 
Docket Report, you can access the documents that created those events. 
 
As with the Cases Report, the Docket Report is under the Reports hyperlink. 

Report Fields 
Case Number: since you are looking at a specific case, you need to enter a case number (using the stan-
dard YY-NNNNN format).  This is a required field. 
Entered/Filed: To limit which entries are shown by date, select either “Entered” (when the entry was 
recorded by the court in CM/ECF) or Filed (when the document was filed). Enter the start and stop date 
in the format MM/DD/YY or MM/DD/YYYY. 
Documents: limit entries by document number, enter the beginning and ending numbers.   
Include terminated parties: include any parties that have been terminated from the case.  Uncheck the 
box to show only current parties in the case. 
Include links to Notice of Electronic Filing: Notice provided at the end of each docket entry.  
Sort by: This selection allows you to sort the entries in the report by “oldest date first” or “Most recent 
date first”.  This can also affect the number of pages and PACER charges if you are interested only in 
the most current activity. 
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This is the Docket Report.  The size of the report 
is based on the fields that you selected in STEP 2. 

Basic case information: 
Chapter, Judge, Trustee, debtors 

Case flags which 
could include dis-
missed, discharged, 
727 objection to dis-
charge, etc. Case 

number 

Counsel of record for 
party on left. 

Document numbers as-
signed to document.  If there 
is a hyperlink number, click-
ing on the number will bring 
up the document. 

Docket Text. 

Date on Pleading. 

Date document was en-
tered on docket sheet.  
Pleadings entered by court 
may be entered next day. 

Radio button will reproduce 
actual Notice of Electronic 
Filing displayed at the time 
the document was entered. 
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7.3 

Query 

STEP 1 Click on the Query hyperlink on the blue bar.  Enter your PACER login information and click on the 
[Login] button. 
 
STEP 2 With the Query Search screen up (see figure 1), enter your desired search information into the fields that 
you want to use to generate you query.  Click on the [Run Query] button. 

Figure 1 

The query feature provides a number of options to query the District of Utah database for case information on a par-
ticular case including case number, associated adversary cases, attorneys, deadlines, docket report, etc.  These query 
reports are printable. 
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Query Events 
 
Aliases 
Lists all aliases for all parties related to the case. 
 
Associated Cases 
All cases associated with this case, usually Adversary cases. 
 
Attorneys 
All attorneys associated with this case. 
 
Case Summary 
Displays a summary of events for the case, including dates, flags, pending status, attorney. 
 
Creditors 
A Creditor Type selection screen will be displayed, choose from: Creditors, Administrative, 20 Largest Unsecured 
Creditors, Limited Notice, and Notice of Appearance.  Or you can select nothing and get the whole listing.  For a 
Mailing matrix select Mailing Matrix by Case under Reports.  
 
After running this Query, you will get a listing of creditors according to your selected creditor type. 
 
Deadlines/Hearings 
A Deadlines/Hearing sort query screen is displayed.  You can sort by: Document Number, Deadline/Hearing, Filed, 
Due/Set (default), Satisfied, and Terminated, in three fields.  The query will be performed on your first sort setting, 
and then by the next sort setting through the three sorts, if you set that many. 
 
Click on the [Run Query] button to bring up the Deadlines and Hearings report (see figure 2).   
 
Clicking on a “silver bullet” will bring up the Docket Information and Related Docket Entries screen. 

Figure 2 
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Docket Report 
See section 6.2: Docket Reports 
 
Filers 
Shows all the filers for this case.  Clicking on a filer hyperlink will bring up a listing of all the documents filed by that 
filer.  Clicking on a silver bullet will bring up the Docket Information and Related Docket Entries screen. 
 
History/Documents 
A search screen is displayed, allowing you to select All events (which is a history), or just events with documents.  
You also have the option of displaying docket text (a longer result page). You can sort by Oldest date first or Most 
recent date first. 
 
Clicking the [Run Query] button will return the History/Document results page.  If you accepted the default setting, 
you will get a case history with silver bullets.  Clicking on a silver bullet will display the docket text for that filing.  
Clicking on a hyperlinked number will display the document for that event. 
 
If you opted to display docket text on the search screen, the silver bullets will not be displayed on the results screen. 
 
Notice of Bankruptcy Case Filing 
This is a copy of the Electronic Notice of Case Filing, which was generated when the case was opened. 
 
Parties 
Displays all parties associated with the case, along with addresses and party roles, and who they are represented by. 
 
 
Related Transactions 
A query search screen allows you to search for related transactions by a Filed date range, Documents number range, 
Document type and Document subtype (motions, orders, pending, terminated).  The query can be sorted by Filed 
Date, Entered Date, and Document Number. 
 
Clicking on the [Run Query] button will return the related transactions report.  This is a listing of transaction that re-
late or refer to each other, such as motions and objections to those motions. 
 
Clicking on the silver bullet will display the Docket Information and Related Docket Entries screen. 
 
Status 
This will display all events that are awaiting an action.  Clicking on the silver bullet will display the Docket Informa-
tion and Related Docket Entries screen. 
 
Trustee 
Displays the trustee assigned to the case. 

Section 7.3: Query 
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